LIBRARY TECHNICAL ASSISTANT (Form C: 1999)

TEST INFORMATION GUIDE

This test information guide provides a summary of concepts that are tested on the written
(multiple choice) examination for the Library Technical Assistant title. Thisinformation can
be reviewed in combination with the class specification and examination announcement to assist
you in preparing for the examination.

|. ALPHABETIC FILING (10 Questions)

The ability to file alphabetically is essentia to successful performance in this job. Job
responsibilities that require the ability to file al phabetically include shelving books by author or
title, organizing card catalogues, using indexes, etc. This exam section tests your ability to
organize information in alphabetic order. Alphabetic filing scenarios include:

* Personal names,
» Business names,
» Filing materials containing abbreviations (e.g., St. Michael’s; Hardin, Chas. L.).

[I. NUMERIC FILING (18 Questions)

In this position, the ability to file numerically is a fundamental skill. Job responsibilities which
require the ability to file numerically include: reading shelves by call number, filing returned
books, locating requested books and periodicals, etc. This section presents questions to test your
ability to organize information in numeric order. Numeric filing scenarios include:

* Number sequences (e.g., 52478961, 124 78 5410);
* Decima numbers (e.g., 301.12, 4.1.12);
* Alphanumeric combinations (e.g., X1247, U3578).

Il INTERPERSONAL SKILLS (16 Questions)

The ability to communicate effectively with the public and coworkers is a fundamental aspect of
thisjob. Duties that require interpersonal skills include teaching patrons how to use the library,
assisting patrons which special requests (e.g., inter-library loans), and the establishment of
rapport with coworkers. This exam section tests your knowledge of interpersonal skillsthrough
the presentation of interpersonal scenarios. Interpersona skills scenario topics include:

» Working with new employees;

* Implementing new work procedures,

* Resolving workplace conflicts,

* Resolving mistakes in work assignments,

* Requesting assistance from coworkers;

* Responding to inquiries from supervisors and the public;
» Enforcing policies and regulations.
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V. WRITTEN PROCEDURES (26 Questions)
Whether work assignments are given verbally or in writing, it is very important that employees
perform their job duties exactly as directed. Employees are responsible for understanding and
following the rules and regul ations of their employers and to conduct work as requested by their
supervisors. The questions in the section of the exam test your ability to read, understand and
follow instructions. Written instructions scenarios include:

» Dédlivering items to offices according to floor number and office number;

» Entering vehicle information into a database using specified data entry rules,
» Following instructions regarding response to a computer error;

* Interpreting travel directions;

» Procedures to enter tax and residence data.

V. ANALYTICAL PROBLEM SOLVING (14 Questions)

The ability to successfully resolve unexpected or complex problems that arise in the performance
of job dutiesis critical to successful job performance. Critical thinking is necessary to enable
employees to quickly find a reasonable solution to work problems. This section of the exam tests
your ability to use logical thinking skills. Test question topics include:

» Spatial reasoning;

» Deductive reasoning;

» Pattern identification;

» Logical/illogical assumptions.

VI. ENGLISH USAGE (10 Questions)
Employeesin thisjob must be able to express themselves clearly and concisely when dealing
with staff and library patrons. This exam section tests your knowledge of English grammar,
sentence structure and punctuation. Test question topics include:

» Correct use of pronouns (e.g., her/him, she/he, I/me);

» Correct use of verb tenses;

» Correct application of punctuation (e.g., commas, colons, semicolons, periods, question
marks) in sentences;

» Subject-verb agreement.

VII. LIBRARY TECHNICAL SERVICES (10 Questions)
Employeesin thisjob are expected to be familiar with basic library functions through previous
work experience. The questions in this section test your technical knowledge within the field of
library science. Test question topics include:

» Useof various reference materials (e.g. encyclopedia, dictionary, thesaurus, etc.);
» Library science terminology (e.g., abstract, monograph, seria, etc.);

» Knowledge of trade manuals (e.g., Reader’ s Guide to Periodical Literature);

» Styles of writing (e.g., fiction, biography, poetry, etc.);

» Classification systems.



